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Foreword 



This guide for local supervisors in business and office education was 

developed in a three-week workshop, ''Guidelines for Supe^isors, he^ 

the campus of The Ohio State University at Columbus from June 21 through 
July 9, 1965. 

In an effort to meet the new demand of Increasing enrollment and the enlarge- 
ment of the scope of business and office education, the Ohio State Departmerit 
of Education has Initiated a program to increase the quantity and to improve the 
Quality of local supervision. It is hoped that this effort will contrioute not only 
to a thorough vocational preparation in business and office education but also to 
the improvement of business education's contributions to the total educational 

program for Ohio’s high school youth. 



The purpose of this report Is to serve as a general guide for local supervisors 
of business and office education programs In Ohio schools. The primary 
objective Is upgrading the quality of business and office education. 



In the Implementation of the Vocational Education Act of 1963 and ti e 
Elementary and Secondary Education Act of 1965, the number of supervisory 
personnel In business and office education will be greatly Increased. This 
legislation will lend Impetus to a reassessment of current supervisory practice. 

The workshop report that follows Is the first step In developing a meaningful 
framework for conceptualizing a new more dynamic supervisory program. The 
guide attempts to promote activities and understandings to strengthen the 
teaching-learning process by helping the supervisor to assist the teacher 
In Identifying and solving problems of mutual concern to administrator, supervisor, 
teacher, and student. To support this philosophy, the workshop members have 
included responsibilities of the supervisor In the areas of subject matter, 
teaching methods. Instructional staff, materials and equipment, working with 
administrative personnel, research, budgetary matters, public relations, 
guidance, placement, follow up, evaluation, and the student teacher. 

The appendix contains sample Instruments which the local supervisor may 
examine to help him to develop his own materials to meet specific local needs. 

It also contains a list of the Ohio State Department of Education forms used In 
setting up and operating vocational programs In business and office education. 
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Part I 



QUALIFICATIONS FOR SUPERVISORS IN BUSINESS 
AND OFFICE EDUCATION IN OHIO SCHOOLS 



State Requirements 

The State Department of Education In Ohio administers the certification 
of supervisory personnel In accordance with state statutes. The laws and 
regulations for certification contain the following professional and experience 
requirements for the Provisional Supervisory Certificate: 

1, College graduation with 45 semester hours in business and office 
education, 

2, At least 45 months of satisfactory classroom teaching experience 
In the field of business and office education, 

3, A master's degree including a basic course in each of the following 
and totaling at least 15 hours: 

a. Research: Preparation in 

(1) reading and interpreting educational research 

(2) design of educational research 

(3) knowledge of statistics necessary for the first two tasks. 

b. Curriculum: Study of curriculum of both the elementary and 
secondary school levels. 

c. Supervision: Preparation in the understanding of processes of 
curriculum change and the supervisory functions, 

d. Purpose and organization of the school: Preparation In the 
understanding of theroJe of the school In the social order 
and/or the organization structure of the school and public 
relations, 

e. Human growth and development. 

Personal qualities and awareness of new developments 



In addition to the professional requirements above there are other desirable 
qualities that contribute to effective supervision. These Include personal qualities, 
awareness of change and Innovations, and exemplifying ethical standards In the 
pursuit of responsibilities. Among the qualities needed are: 

A, Personal qualities 

1, Leadership ability 

2, Ability to win respect and confidence 

3, Enthusiasm 

0 
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4. Originality 

5 . Tact 

6. Sincerity 

7. Resourcefulness 

8. Ability to communicate effectively 



B. An awareness of new developments in the field/ such as 

1. Trends in education and their implications for business and 
office education which may be obtained from journals and 
related professional literature 

2. Keeping informed about new machines and their application in 
business and office education 

3. Keeping informed about new instructional aids and techniques 

4. Keeping abreast of the broader need and application of business 
and office education to meet new demands of student interest, 
business and industry, not only on the local level but also on 
the national level 

Professional growth 

The supervisor will take reasonable steps to improve his efficiency and the 
advancement of the profession. He has the obligation of testing out new knowledge 
and adding to the body of knowledge now available. The professional person 
participates in the activities of professional organizations that seek to advance 
the efforts of education. In his behavior he adheres to ethical standards in the 
performance of those tasks for which he is responsible. 
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Part II 



TOB RESPONSIBILITIES 
What supervision is 

Supervision in American education has been characterized by the dominant 
philosophical ideas of the era. The modern concept of supervision has evolved 
from one that was purely inspectional in nature to a concept that views the 
supervisory function as one that contributed to the professional growth of the 
entire staff through cooperative educational leadership. 



Supervision is defined as expert technical service primarily concerned 
with studying and improving conditions that surround learning and pupil growth. 

In short, it may be described as improving instruction and improving learning. 

In the modern co.ncept, the supervisor studies and analyzes the total learning 
situation including goals, materials and eguipment, methods, teachers, students, 
and evaluation in terms of the total program, its projected goals and objectives. 

Role of the supervisor 

The role of the supervisor has not been as clearly defined as have been those 
of other administrators in the public schools. It would seem that part of the 
difficulty comes from changing perceptions of the supervisory function and the 
unique aspect of each situation that makes the task of defining the role of the 
supervisor as somewhat of a local problem. However, there are some common 
grounds. 



Areas of responsibility 

The supervisor functions as a leader in relating the work of the teacher 
to various reference groups with which he works. To do this, the supervisor 
has job responsibilities in several major areas. This section is an attempt 
to point out the major areas of concern in which t.'^e supervisor operates to 
effect change and contribute to the general impr* nent of the educational process. 



Curriculum development 

The supervisor has responsibilities in the curriculum and subject-matter 
areas / which Include: 

A. Knowledge of state and federal laws affecting secondary schools and 
particularly business education. 

B. Knowledge of various secondary vocational programs/ Including 

1. Cooperative Office Education (COE) which prepares students for 
vocational competence in the office occupations 
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2. The vocational business and office education program (BOE) 
which offers intensive pre-employment courses of study 

3, Programs for disadvantaged youth (Clerical Services) 

C. Program and subject-matter content for secondary, post- secondary , and 
adult students, such as 

0100 Accounting and Computing Occupations 

0200 Business Data Processing Systems Occupations 

0300 Filing, Office Machines, and General Office Clerical Occupations 

0400 Information Communication Occupations 

0500 Materials Support Occupations: Transporting, Storing, and Recording 

0600 Personnel, Training, and Related Occupations 

0700 Stenographic, Secretarial, and Related Occupations 

0800 Supervisory and Administrative Management Occupations 

0900 Typing and Related Occupations 

1000 Miscellaneous Office Occupations 

9900 Other Office Occupations not elsewhere classified 

D. Funding the programs 

1. Work in cooperation with curriculum planning committee and/or 
the administration in implementing programs 

2. Coordinate and prepare courses of study and delineate and/or 
supplement content to meet the needs of the program. (This 
includes an effort to emphasize communication and mathematics 
skills continuously in all programs.) 

3. Works with teachers in building programs and in informing all 
teachers of programs in operation. 

Teaching methods 

The supervisor must be knowledgeable about good teaching methods so that 
he may offer guidance to the teachers in such areas as: 

A. Routine mechanics of classroom operation such as attendance and 
supplies 

B. Methods of good planning, selection of methods and materials, 
effective evaluation of learning 

C. The Improvement of voice and speech 

D. The use of audio-visual material 




E. Classroom environment 

F. Proper us© of evaluative techniQues 

G. Effective use of insi actional equipment 



Instructional staff 

A supervisor’s responsibilities for staff may include the recruitment and 
selection of teachers’! the orientation of new teachers , and the stimulation 
of the staff to professional growth. 



A. Recruitment and selection of teachers requires: 

1 Acquaintance with the laws and regulations for certification of 
teachers published by the State Department of Education for both 
vocational and general business teachers 

2. Acquaintance with present staff to avoid personality conflicts in 
new recruits 



3. Acquaintance with sources , such as 

(a) Experienced teachers in the field 

(b) Local and area placement bureaus 

(c) Private agencies 

(d) Student teachers in the system 

(e) College and University placement bureaus 

4 . Interviewing techniques 

5. Credential evaluation. As a resource person in business and 
office education, the local supervisor may be called upon to 
assist the school administrator in screening credentials of 
prospective teachers. Some assessment of the applicants 
competencies and personality may be gained from. 

(a) College credentials (transcripts, recommendations) 

(b) Recommendations from former administrators and 
supervisors 

(c) Personal Interviews 

(d) Phone calls to recent administrators or supervisors 

(e) Conversations with college and university teaching personnel 

B. Placement of personnel. Placement of personnel is important to 
program Integrity and over-all success of staff in meeting program 
objectives, A local supendsor can offer assistance by helping to 
place personnel in terms of their Interests and abilities. This 
determination can be made in terms of; 

1, Areas of previous teaching experience and subjects taught 
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2. Major and minor fields of academic preparation in undergraduate 
and graduate studies 

3. Work experience in the business area 

4. Teacher preference and interest in particular assignments 

C» Orientation of instructional staff. At the beginning of every school 
year and in guiding new teachers, the supervisor has responsibilities 
in orienting the staff to the forthcoming work. Some possible approaches 

are: 

1. Meet the new teachers and discuss the entire business program 

2 . Meet with entire business and office education staff and explain 

new materials, procedures, and courses 

3. Help the new teacher to feel at ease; help him to become an accepted 

member of the staff 

D. Professional improvement of staff-methods and technlgues 

1. Workshops 

2. Committees 

3. Staff meetings 

4. Group counseling 

5. Course work at colleges and universities 

6. Directed reading 

7. Directed observation of certain teachers 

8. Field trips to business 

9. Business eqxalpment shows within the system 

10. Audio-visual aids and other Instructional material use 

11. Individual problem solving 

12. Conferences and adjustment counseling 

13. Observation of teachers and facilities in other schools 

14. Specific In-service training courses 

- f 

\ J 

Instructional materials and equipment 

Instructional materials and equipment have become Increasingly Important in 
today's modern program In business and office education. A teacher with a full 
teaching load lacks time to keep up to date; therefore, the supervisor should: 

A. See that adequate funds are budgeted for instructional materials and 
equipment. 

B. Keep up to date on new materials and equipment developed in the field. 
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c. Keep in mind both ahort-range and long-range goals for up-grading the 

programs in justifying purchases 

D. Evaluate proposed purchase of equipment in terms of present and pro- 
jected use in community business and industry 

E. Evaluate proposed purchase of equipment in terms of present equipment 

in the business and office education classrooms 

F. Assist in developing plans for classrooms and laboratories and provide 

furniture and equipment specifications 

G. Promote efforts for acquisition and use of adequate instructional 
material and equipment best suited to the various areas of business 
and office education instruction 

H. Develop and control an up-to-date library of audio-visual aids and 
reference materials; disseminate to staff information on all materials 
available and their recommended use 

I. Provide instruction in the use of new equipment for staff members 

J. Be aware of the use made of equipment and materials, and promote 

further use if necessary 

K. Develop and maintain an Inventory of all equipment (Equipment 

received under the Vocational Education Act of 1963 must be tagged 
and annual accounting arranged.) 

L. Arrange service contracts on equipment 

M. Develop a procedure for maintaining a record of all regular service 
calls on equipment in order to judge the merits of various makes of 
equipment and types of repair services 

N. Prepare and provide Instructional material needed In the various 
areas If It is not otherwise available 

O. Provide sources and prices of Instructional material; make recommendations 
as to the value 

Working with administrative personnel and teachers 

The local supervisor recognizes that the Instructional leadership of the school 
district and the local buildings rests with the superintendent and principals 
respectively. Therefore It is the responsibility of the supervisor to work cooperatively 
with other administrative personnel in the school district. He must also relate to 
state officials and to teachers In an effort to articulate the work of the total program. 
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In working with different personnel/ the local supervisor functions by performing 
some of the following activities! 

A. Principals and superintendents 

L Assists the administrator in interviewing and selecting new teachers 
if specifically requested to do so 

2. Makes recommendations regarding class scheduling and student 
enrollment in business classes to the administrator in charge of 
program scheduling 

3. Serves as liaison between administration and the business staff 

4. Keeps the administration informed of the growth and progress of 
the business department, the professional growth of teachers / 
any recognition which is given to the department by outsiders , and 
so on 

5. Assists in planning new facilities, additions, renovations and 
new buildings 

6. Assists in articulating the junior high school program with the 
senior high school program and the senior high school program 
with post-secondary school programs 

B. State Officials 

1, Works with state officials In setting up new programs coming under 
their jurisdiction 

2, Checks the accuracy and completeness of reports prepared by 
teachers for the State Department of Education 

3, Submits the reports on or before the deadline 

C. Teachers 

1, Promotes and maintains harmonious relations among the teachers of 
the business staff by 

(a) Keeping each teacher informed of policies and future plans 
through group meetings and/or personal conferences 

(b) According all teachers the same degree of consideration and 
understanding 

(c) Getting to know each teacher so that he is aware of the teacher's 
strong points as well as his need for assistance 
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(d) Giving assistance and encouragement where needed 

(e) Giving commendation where deserved 

(f) Promoting and organizing inter-visitation within the system and 
visits to other systems 

2, Interprets directives from the State Department of Education to 
appropriate staff members 

3, Promotes interest of all staff members in each program offered 

D. Others 

1, Cooperates with other departments of the system and with other 
vocational supervisors 

2, Promotes an amiable working relationship between the business 
staff, students, parents, and school counselors 

3, Promotes cooperative working relationship between the business 
department staff and representatives of the business community 

Research 

The supervisor must be concerned with research and recognize its benefits. 
Among his responsibilities in this area might be; 

A. To help define areas requiring research and research problems in those 
areas 

B. To help set up plans and procedures for carrying on research activities 
whether they be formal or informal kinds of study 

C. To present unbiased conclusions to those concerned 

D. To Interpret and communicate to others pertinent research in the field 

E. To encourage business educators to try nev/ ideas and methods to Improve 
instruction and learning in business and office education 

F. To make use of research findings (local and other) in evaluating the 
business curricula of the school 
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pudtwtarv ra«ponglbllttl9t. 

Although th« final budgetary rssponalblllty la within the domin of 
of education, the local aupervlaor haa reaponslbllltleB in planning and advlalng in 
bud^st pr@paration# Th#s® r6sponiibiliti@s lnclud®» 

A. Cooperating and coordinating with th© administration and the purchasing 
department in short- and long-term financial planning 

B Determining equipment, instructional material, and maintenance needs 

program, Aaalatance In determining neea may be 

provided by 



1, Teachers 

2a Chairmen of business education departments 
3, Evidence of kinds of equi|«nent and materials used in the 
community 

Cf Define needs of the program through a detailed budget request and provide 
information to support the needs 



D. Interpret needs of the program to the administration 



fublic relations 

It is necessary that the supervisor of business and office education promote 
good public relations not only to relate the work of the school to the lowl 
community but also to relate the work of the business and office education program 
to the totpl school program. Some guidelines In this task are as follcjws: 

A, Know and work within the policy of the school or school district 



B. Establish advisory committees to help set policy and disseminate 
information about the program 

L Internal committees composed of administrative, guidance, 
supervisory, and other school personnel 

2, External committees composed of business, industrial, and 
other employment service personnel in the area 

Cs Utilize State Employment Service and other available data, surveys, 
and personnel to determine employment opportunities in the area. 
(See Appendix C) 

D. Recognize that the best public relations come through the students* 
acceptance of the program and their enthusiasm in relating this to 
their peers, parents, and the public 
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E. Establish rapport with business and industry in the area through 
direct contact 

1. Keep them Informed of the developments and scope of the business 
and office education program 

2. Know the present and projected needs of business and industry in 
the area as it affects the program 

3. Cooperate in planning Business-Education Days, field trips and 
student-teacher visitations 

4. Plan and affiliate when possible with groups such as the National 
Secretaries Association , the Junior or Senior Chamber of Commerce, 
Business and Professional Women, the American Management Society, 
the American Society of Women Accountants, the Daca Processing 
Management Association, Sales Marketing Executives, and other 
professional and service groups 

5. Plan and affiliate when possible with in- school clubs and organizations 

F. Be alert to use of newspaper, radio, and other communication media to 
Interpret the business and office education program to the public (working 
through the school's publicity director) 

G. Know and be a part of the community by accepting civic responsibilities 

H. Be an effective representative for the business and office education program 
in telephone conversations, correspondence, parent-teacher, and other 
inter-personal relationships 

I. Promote understanding of business and office education programs within 
the school district, 

1, with teachers at all grade levels in all subject areas 

2, with guidance personnel 

3, with supervisors and administration 

Guidance 

Guidance should be looked upon as an educational process that goes on 
continuously throughout the student's school career. The efficiency of the business 
education program is determined largely by how well the staff understands the 
program, appreciates its scope, and actively participates in attaining set goals. 
Participation by members of administration , guidance , and other staff personnel 
on the Business Education Advisory Committee is essential to such understanding. 
Effective supervision seeks to guide teachers in recognizing and accepting general 
alms and then works toward realizing these goals. 
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Guidance practices may include the promotion of the following: 

A. Use of consultation services available for special problems in the 
guidance of students 

B. Use of guidance records 

C. Utilization of Information for job guidance 

D. Orientation of pupils entering the business program 

E. Evaluation by teachers and supervisors of ultimate goals 



Placement 

Placement service is not separated from other guidance services of school 
or business department. There is a functional relationship between the findings 
of S occupati^rLl survey, the job analysis, the follow-up, and the business of 
helSng stu^nts^nd jobs. Any one of these, including placement, is not complete 

In Itself, for each complements the other. 

Placement practices may be promoted by cooperating with guidance 
personnel office people. Placement practices that the supervisor engaged in may 

Include: 

A. Planned program for placement of students 



B. Assistance In finding job opportunities 

C. Cooperation with existing employment agencies 



Follow-up 



Follow-up Is a special concern of the supervisor as 
in evaluating and further developing business education 
the selection of students for certain programs. It Is the 



a diagnostic Instrument 
programs, as well as In 
responsibility of the 



supervisor to: 



A. Develop and use conscientiously a suitable follow-up survey form. 

(See Appendix D, "Follow-up Study of Graduates of the Business Course. ) 

B. Promote follow-up programs and assist teachers. In certain circumstances, 
to develop Instruments to suit particular needs. 

C. Complete state requested follow up by December 1 each year. 
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Evaluation of the program 



Evaluation Is a continuous process of the administration, the business and 
office education supervisor, and the business teacher. It Is Important that these 
efforts be coordinated for total effectiveness In order that the supervisor may be able 
to Interpret the program to the students, the parents, and tho public and bo fruided 
in the further development of the program. It Is the responsibility of the supervisor 
to: 



A. Develop criteria for evaluation in terms of the objectives and goals 
of the program and the goals and objectives of the school 

B. Evaluate the total program and its parts continuously 

C. Consider such specifics as: 

1, Physical plant and equipment 

2, Organizational structure and staffing 

3, Curriculum 

4, Special guidance and counseling services 

5, Community and school relations 

6, Financial effort and ability of the district 

7, Library facilities, including audio-visual 

8, Equipment pertinent to need in the programs provided 

9, Suitability of special programs 

For a sample evaluation instrument that may be used to guide the supervisor 
in developing his own plan for evaluating a school program, see Appendix G, 
"Crlterial for Evaluating the Business Education Department" 

Evaluation of student progress 

Evaluation of student progress Is another important dimension of the total 
appraisal plan. The supervisor has the responsibility of assisting the teacher 
in implementing a program of student evaluation that will enable him to determine 
strengths and weaknesses In the students' work and help him to improve his own 
efforts in teaching. Some specific examinations to be given at appropriate times 
are: 

A. Aptitude and ability testing for placement in the program 

3. Continuing testing to judge student progress 

C. Coordination and development of terminal testing for vocational 

competence and over-all development 
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student Teaching Responsibility 



Student teaching Is an essential element In the pre-service education of 
teachers. In order to maintain a high degree of professional confidence It Is 
necessary that the best possible kinds of student-teacher laboratory experiences 
be provided for the aspiring student. As the professional requirements for 
teaching continues to be up-graded, there has been an increasing agreement 
among school people and college and university people that student teaching and 
internship types of experiences are becoming a more vital part of the total 
professional experience of the student. The teacher has a professional 
responsibility to assist In enhancing his profession not only to prepare a 
greater number of teachers to meet public school demands but also to improve 
the quality of the preparation program. Here Is where the supervisor plays a 

significant part. 

Most student-teaching experiences have dual supervision; that Is, the college 
supervisor works through the classroom teacher to direct the student teaching 
experience. This does not Imply that there Is no place for the local supervisor 
to function. On the contrary, the local supervisor of business and office 
education can give a special assistance to the student- teaching program In the 

following ways : 

A. Cooperate with the principal in identifying competent and qualified 
cooperating teachers, 

B. Impress upon the cooperating teacher the notion that good or bad per- 
ception of the profession are often established In the student -teaching 
experience. If hlgh-callbre people are to be attracted to the teaching 
field In business and office education. It Is essential that student 
teachers get off to a good start. The student-teaching situation can do 
much to create a good Image of the teaching profession generally and 
the field of business and office education specifically. 

C. Assist the cooperating teacher to Identify her role In the student- 
teaching program and how he can best use his strengths to contribute 
to the learning experience of the student teacher, 

D. Encourage the cooperating teacher to allow the student teacher to use 
methods other than those demonstrated by the cooperating teacher and 

to help the student teacher evaluate the effectiveness of all methods used. 

E. Assist the cooperating teacher to provide a full round of experiences for 
the student teacher. There should be a planned program of student-teacher 
Involvement that begins with an orientation to the total school program and 
participation In routine tasks and "bit" teaching. Gradually the experience 
for the student teacher should be broadened until he has full responsibility 
in the teaching experience. 




14 



F. Observe 

?rcS:.:i.’s; “• r;»«n.'„.ch„ .„ c... ,....m. 

after an observation. 

r^-.« “li” 

school district, 

;rcSt“<iiSS ,np .pp,i.« «y 

to tS..e i«opl. .« »«•» oW~*l”" “•• •»• “I”"'**" 

business and office education can strive for. 

I. work with the supervisory personnel of the °°XtIiTthe%rt-° 

.«. o. “• s:« 

exoerience for the student teacher. 
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Part III 



Need for Further Study 



The workshop group has presented the material In this brochure as tentetlve 
suggestions to help the local administrator analyze the job he has to do. It Is 

aware that other areas of responsibility should be elaborated an nin/rtment 

the Business and Office Education Area of the Vocational Division of the Departmen 

of Education) that supervisors use the materials critically, add 

that they find they must, or can to advantage, assume, and confer wl h 

Supervisor of Business and Office Education in improving the suggestions herein 

made. 



Areas in which further study and thought is needed In setting down the 
responsibilities of the local supervisor of business and office education might 
Include the following: 

A What are the special responsibilities of the supervisor in relationship 
to special programs, including those for which funds may be received 

from the state ? 

B. What are the special responsibilities of the supervisor in relationship 
to the basic business offerings of the schools? 

C. What are the special responsibilities of the supervisor in relationship 
to the goals, objectives, and standards in each area? Should ihere be 
city-wide agreement in these, or should each school set its own? 

D. What are the special responsibilities of the supervisor in relationship 
to setting policies for business education? How does this relate to 
cooperation between the supervisors, the heads of departments, the 
teachers in the departments ? 

E. What are the special responsibilities of the supervisor in coordinating 
the efforts of the schools within a city in the area of cooperative 
education: in securing work stations for students, in supervision of 
students on their jobs, in coordinating the work on the job and the 
instruction in school, and so on. 



Every local supervisor of business and office education will, after some 
experience and experimentation, be in a position to suggest additions to (and 
perhaps deletions from) the present materials. 
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APPENDIX A 



BOE-7 
3-3-66 
Submit 3 



State Department of Education 
Division of Vocational Education 
BUSINESS & OFFICE EDUCATION SERVICE 
65 South Front Street 
Columbus, Ohio 43215 



County 

School District 



APPLICATION FOR APPROVAL OF REIMBURSEMENT 
OF SUPERVISOR OF BUSINESS & OFFICE EDUCATION 



Acting on behalf of the _ 

approval of reimbursement o^ a Supervisor of our business and Office Education 
program. This individual meets the minimum qualifications for this position as 
outlined in the Ohio Plan (1964) Sec. 7.44-2, and will be properly certificated. 



NOTE: B0E-7a must be submitted in triplicate with thj 


.s application. « 


no NOT USE _ 


1, {a\ Marne ■ - ■■ 






(b) Certificate 


0 Annual salarv to be oaid 


$ 




(b) Effective dates of e 


mnlovment — IFrom 






|To 






^ ^iinf^Tvise 60E: full tiin© (12 months) 






(Check one) (b) ^time (not less than ^days) 






4. Supervisor’s travel budget (gross) 


$ 




5. In-school instructional t 
in BOE programs of: 


;eacher units approvable 
Cooperative Office Ed 






Intensive ll-12th BOE 






Disadvantaged BOE 






fi. Total adult vocational class hours , at 

1,080 hours equivalency per teacher unit based 
on previous fiscal year’s approval ® units 






7. Total teacher units approved or approvable 

(Total of 5 and 6 above) 5g-tlme supervisor must 
have 5 or more units; full-time, 8 or more 







8. The Business and Office Education Supervisor will report directly to: 



Mr. Title 

I hereby certify that if approved for reimbursement, our Supervisor of Business and 
Office Education will be assigned the duties and responsibilities as outlined In the 
Ohio Plan for Vocational Education. The Supervisor for whom reimbursement Is requested 
will not be reported on School Foundation Report SF-1 for consideration under the 
Foundation program. 

Date Signed 

Title 

Do not write below this line ------- ---L 

Application approved for a reimbursement of % of Vocational salary of 

Supervisor of Bus&OffEd not to exceed $ 

Travel will be reimbursed at % rate not to exceed $ for year. 



Date 



Signed 



state Division ot vocational Education 



INSTRUCTIONS BOE - 7 



Submit a separate request for each supervisor of approved Business and Office 
Education programs. 

Tt is pointed ouftrarthL person may NOT be reported on School Foundation 
Lm J-1. nor will he be reported on any other vocational supervision req 

Complete the heading including the top right-hand corner. 

1. List name and supervisory (or administrator) certificate number. 

2. List the gross annual salary as reported to IRS. List effective employment 
dates. 

3. Indicate full or 5g-time employment. In no case will employment be considered 
if less than a 3g-day schedule. 

4. Travel budgets will be approved for necessary travel within district at 
existing State rates. 

the number of aoDroved (or approvable if in development stage) Business and 

Office Education units by type of program. A BOE unit is 3 ® 

of Foundation Units that will accrue for your approved vocational program. 

6. For identification of adult vocational hours, the previous 

hours will be reported. Divide these hours of classroom instruction by , , 

and extend the number into the column as equivalent units. 

7. Total the Foundation BOE units and the equated adult units. 

be 8 or more before entitlement to a Business and Office Education Supervisor 
reimbursement can be considered? 5 or more for Vtime supervisor. 

8. Indicate the line of authority including name and title of person to whom the 
supervisor reports. 

The application will be signed and title indicated by Superintendent. Executive 
Head, or authorized representative of the school district. 

Do not write below the dotted line since this same form will be used for approval. 
0ne“o7 the three copies submitted will be returned with information indicated. 

Qualifications of local Business and Office Education Supervisors: 

(1) College graduate with 45 semester hours in business and office education. 

(2) Holds a Master's Degree with a major or minor in BOE, and courses in 
school administration. 

(3) Three (3) years' experience teaching BOE for youth and adults. 

(4) Hold or be able to obtain a Supervisor's certificate in BOE; or higher 
level certificate. 

(5) Have had two (2) or more years of work experience in an office. 
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APPENDIX B 



2 - 21-66 
Submit 3 



State Department of Education 
Division of Vocational Education 
BUSINESS AND OFFICE EIXJCATION 
65 South Front Street 
Columbus, Ohio 43215 



School DistHc'k 

TIME PLAN OF LOCAL SUPERVISOR OF BUSINESS AND OFFICE EDUCATION 



The following plan must be submitted with Application for Approval of Reimbursement 
for Supervisor. 

This plan must be prepared by individual for whom reimbursement i-i re;|uested, 

1. PROMOTIONAL W0RK_ — - - Estimated average hours p'jr Wdfi k . 

Indicate your plans for promotional work for the coming year, such ds the 
promotion of adult vocational, supervisory training, or in-school courses. 



2. SUPERVISION OF INSTRUCTION Estimated average hours per week 

Describe your plans for an organized program of observation, evaluation and 
improvement of the quality of "instruction for your program. 
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3. TEACHER MPROVEtENT - 



«v§r«go hourf p#r *wek 



l^icite your plani and how you intand to work with your inat^ctori"^ 
thair program of aalf-improvement (both taachar training and tachnica 
toininS)f Vlain how you plan to utiliza tha taachar improvamant sarvica 

to aaaist your inatructora. 



4. 



CONTACT WITH EJSINESS 

Outline your plana for contacting 

school instruction with buainaaa 



- Eatiroatad avaraga hours par waek 
buainaaa and offices and coordinating the 
and office naads and practices. 



a 



5. PLACEMENT AND FOLLOW-UP Estluntsd av»«ge hour* par week 

Indicate your plana for placaraont and follow-up of students. 



6. 



Sf y°oS?’pir/Eorkins’with ^ 

to^inSs. M wSu 8S with office advisory groups. 



7. aERICAL OR OFFICE WORK Xsl^of^yw^^ (purohaL”of 

Indicate how you intend ^ts and record and other office details 

ri?CAaCrrrtCiro/^^^^^^ 



'■ ES 5r^rf..v.^ris“ s;»va.s' ”£*■ 

on instructional materials # 
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9. PROFESSIONAL IMPROVEMENT 

Outline your plan for your own professional improvement during the coming 
year (college work, workshop, conferences, etc.). 



10. RESEARCH & LOCAL STUDIES Estimated average hours per week 

Indicate any areas in which you plan to make surveys or studies this year. 
List any special problems on which you intend to work that may have 
implications on a statewide basis. 



11. SUPERVISING OTHER PROGRAMS Estimated average hours per week 

Check ( ) Adult Education (non- vocational) 

( ) Other Specify: 



I respectfully submit the above plan for Local Supervisor of Business and Office 
Education for the fiscal year July 1, 19 to June 30, 19 . 



SIGNED 



DATE 



Appendix C 



SURVEY OF BUSINESS OPHCES AND STORES 
Business Education Department 



Firm Name_ 



Address 



Completed By_ 



Title 






a. Bookkeeping 

b. Clerical 



_c. Selling 
"d. Stenographic 






over a five-year period?. 



3 Below are listed deficiencies found In office employees. Pl^se check those you find 
most prevalent In the high school graduates that you employ In your office. 



General 
a. 


Failure to follow directions 


b. 


Failure to use common sense on 


c. 


the Job 

Inability to manage personal 


d. 


business affairs efficiently 
Indifference 


e. 


Lack of initiative 


f. 


Lack of pride in work and in 


g. 


seeing the job to completion 
Lack of willingness to do 


h. 


"little extras” 
Poor attendance 


1. 


Poor grooming 




Tardiness 


k. 


Tendency to waste time 


1. 


Others : 



Skills 

a. Failure to check work for accuracy 
^b. Illegible handwriting 

^c. Inability to answer telephone 

correctly 

^d. Inability to compose letters 

e. Inability to spell 

f . Inability to type with speed 

g . Insufficient knowledge of 

' arithmetic 

h. Insufficient knowledge of filing 
1. Insufficient knowledge of 

bookkeeping 

Insufficient knowledge of 

duplicators 

k. Insufficient skill In using addlng- 
llstlng machines and calculators 

l. Insufficient speed In taking dictation 
rn» Poor organization of work 

^n . Poor punctuation 

o. Others! 



4. What recommendations can you make for the high school to improve Its business 
education course?. 



5. Please list the number of each kind of machine used In your office as Indicated below: 

Ereo'trlo Electric Electric 



Full-Keyboard Adding- 
Listing Machines 



Stencil Duplicators 



Ten-Key Adding-Listing 
Machines 



Transcribing Machines 



Key Driven Calculators 



Typewriters 



Rotary Calculators 



Others Machines 



Fluid Duplicators 



6 . 



7. 



How many typewriters in your office have elite type ? . 

Sh^ld the^^siness education department offer instruction on 
machines? 



How many have pica 
the following types of 



Yes No 

a. Full-keyboard adding-listing 

machines 

b. Ten-key adding-listing 

machines 



Yes No 

e. Fluid duplicators 

f. Stencil duplicators 

g. Transcribing machines 

h. Others: 




Key-driven calculators 
Rotary calculators 
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Appendix D 

follow-up study op graduates of the business course 

Business Education Department 



Name 



Maiden Name 



Name and Address of Employer 



Present Position 

1. Check eny definite difficulty you have experienced through the lack of a specific skill 
or qualification such as; 

Initiative 



^Accuracy 
^Arithmetic 
Business ethics 
__Cooperation 



_Interest 
Neatness in work 
_Penmanship 



Speed and skill 
"spelling 
"work habits 
Others; 



jnglish or grammar 
Good grooming 



punctuality 
”Self-evaluation of work 



in the line of your work, list the courses that helpedjou most. (1) 

( 2 ) 

What specific problems did you enco«ter in the early stages of your work that further 
preparation In school might have helped you solve .. 



4. Did you have to take any tests to secure your job? 



Yes 



No. If your 



answerisTes° , what is the name, type, and/or description of test?. 






Name of Institution_ 
Name of Courses. 



XNauic? wj. 

6. What other Jobs, in addition to the one you have now, have you had since gra _ua , 

P.n.plover : Address. : Reason for leav jng: 



7. Other comments which might be helpful; 



3. Check in Column I the duties of all jobs you have 

have placed a check under Column I. please also check the (Columns 

or IV) to which you feel your high school education prepare you 

III IV 

Adequate Inadequate 
Prepa- Prepa- 
ration ration 



I 



Duties 



II 

Extensive 

Prepa- 

ration 



CLERICAL AND SALES 

Cashier work 
Cut stencils 

Decorate store windows and counters 

^Filing and Indexing 
"Handling Incoming and outgoing mail 
"information desk work 
Operate switchboard 

Prepare advertising for newspapers/ circulars 
Jgrice figuring and marking 
jRetail felling 
"sort piperi 
JTakt inventory 
JTime-keeping 
Jlypewfiting (envelope*) 

"Typewriting (ftraight copy) 

JVrapping package* 

""others i — 










SECRETARIAL AND STENOGRAPHIC 

Compose letters 

Compose and send telegrams 

Make appointments 

Proofreading 

Receive callers 

Take dictation using shorthand 
^Use business reference books 
"use telephone 

"use timetables and make reservations 
Others r — 
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RnnKKEEPING 



II HI 

Extensive Adequate 

Prepa- Prepa- 
ration ration 



Cost figuring 
Figure discounts 
Keep a full set of books 
Keep checkbook 
"Make out bills for customers 
Make original entries 
"^Pay roll work 
"posting 

Prepare financial reports 
“"Reconcile bank statements 
Verifying postings 
""others 



OF OFFIffli; MACHIWE8. 

Full Kuybottd «dding-llf ting m«chin»* — 

’"“Ttn Kiy adding-UiUftfl michinti — 

calculdwri 

^Boiary calculator! — 

Poitlng or bookkeeping machine — 

Keypunch machine — 

Copy machine ^ ^ 

““ Fluid (chemical) duplicator — 

' Mimeograph "" 

Voice transcribing machines 

T ypewriters (non-electric) — 

^Typewriters (electric) 

^Others: ” 



IV 

Inadequate 

Prepa- 

ration 
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